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EMS -  Police- Fire Department / Ambulancia - Policía - Bomberos
911

Nurselink / Enlace de Enfermera
358 - 3000

San Antonio AIDS Foundation / Fundación Sobre SIDA de San Antonio
225 - 4715

Poison Control Center / Centro de Información Sobre Venenos
1- 800 - 764 - 7661

(or contact a hospital emergency room / o llame la sala de urgencia de un hospital)

Suicide Prevention and Crisis Intervention / Prevención de Suicidio y Intervención de Crisis
227-HELP (227-4357)

Non-Emergency Numbers / NÚMEROS De No Urgencia

AIDS - Clinical Trials Information Service / SIDA - Información Sobre Pruebas Clínicas
1 - 800 - 847 - 2572

AIDS Legal Resource Project / Proyectos Sobre Recursos Legales de SIDA
1 - 800 - 828 - 6417

HIV Medication Program / Programa Sobre Medicación de VIH
1 - 800 - 255 - 1090

HIV/AIDS Treatment Information Service / Información Sobre el Tratameniento de VIH/SIDA
1- 800 - 448 - 0440
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INTRODUCTION

In time of need, we ask friends or relatives for help, but there are times when friends and

relatives can't help us.  Then we turn to agencies. 

This booklet provides a list of agencies, as well as suggestions on using the telephone for

job searches, interviewing for a job, and writing a resume.  We have listed a few of the many

agencies that exist in San Antonio that provide different types of assistance.   These agencies are

first listed in alphabetical order with a guide to the services they provide.  The second section

contains a list of services with a guide to which agencies provide them.  The services are:

Bereavement, Dental, Education, Education and Job Training, Food, Funeral, Home

Health Care and Home Maker, Hospice, Housing, Medical, Pharmacy, Recreation, Respite

Care, Substance Abuse Treatment, Transportation, Utilities, Wellness, Support Groups

and Alternative Therapy.  Under each heading, we have listed the name and address of the

agency, the telephone number, and cost of service.

Spanish is spoken in all of the agencies listed, and the majority of the services provided

are free.   All of the agencies listed provide case management and client advocacy.   If the

agencies listed do not provide the specific help requested, the case work staff can refer you to an

agency that can provide what you may need.  All of the agencies listed provide HIV prevention

educational materials and most of them provide HIV risk reduction educational programs.  The

following legend defines the symbols used in the cost column.

rf  =  referral (Clients are referred to another agency for services.)

S$  = sliding scale

M1 = Medicaid

M2 = Medicare

PI = Private Insurance

Vet = Veteran (Service is only for veterans and dependents.)

W = Women (Service is only for female clients.)
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INTRODUCCIÓN

En tiempo de urgencia, pidemos ayuda de nuestros amigos o parientes, pero hay tiempos

cuando nuestros amigos y parientes no pueden ayudarnos.  En ése entonces tenemos que pedir

ayuda de agencias. 

Este folleto provée una lista de agencias, y también sugerencias sobre cómo utilizar el

teléfono para búsquera de empleo, la entrevista de empleo, y el escrito de un resumen.  Hemos

identificado varias de las muchas agencias que existen en San Antonio y proveén distintos tipos

de ayuda.  Estas agencias son identificadas bajo estos títulos: Duelo, Dental, Educación,

Educación y Capacitación, Alimento, Funerales, Asistencia  y Cuidado en el Hogar,

Hospicio, Vivienda, Médico y Farmacia,  Recreación, Ayuda para Obtener Reposo, Ayuda

Sobre el Abuso de Drogas, Transporte, Ayuda Para Servicios Públicos, Ayuda Sobre

Nutrición y Bienestar, y Aplicación Para Ayuda de Urgencia.   Bajo estos títulos, hemos

identificado las señas de la agencia, el número de teléfono, y el costo del servicio que se

proporciona.

Español se habla en todas las agencias identificadas, y la mayoría de los servicios que se

proporcionan son gratis.     En todas las agencias identificadas le ayudan encontrar ayuda para

todas sus necesidades, luchan por su bien estar.  Si las agencias identificada, no pueden darle la

ayuda que necesita, ellos le ayudaran encontrar lo que necesite en otra agencia.  En todas las

agencias identificadas hay información sobre la prevencion del SIDA y VIH.  La siguiente

leyenda defíne los símbolos que identifican el costo del los servicios que se proporcionan y que

estan escritos en la columna de costo.

free = gratis

rf  =  remitir (Clientes son remitidos ha otra agencia para ayuda.)

S$  = escala móvil usada para determinar honorarios

M1 = costo puede ser pagado por Medicaid 

M2 = costo puede ser pagado por Medicare

PI = costo puede ser pagado por seguro privada

Vet = ayuda solamenta para veteranos y sus dependentes

W = ayuda solamente para mujeres
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Section 1. Agencies and the Services They Provide

Key to Services Provided
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Alamo Area Council of Government:   Workforce education

Alamo Area Resource Center:   Bereavement, Dental, Food, Funeral, Housing, Medicine,

Pharmacy, Transportation, Utilities, Wellness, Support groups, Alternative therapy

Alcoholic Rehabilitation Center: Residential Substance abuse treatment

Alpha House: Residential Substance abuse treatment

Audie Murphy Memorial Veterans Hospital:   Home health care, Substance abuse treatment,  

            Medical Care

Avance:   Education, Workforce education (provides child-care for program participants only)

Baptist Resource Center: Substance abuse treatment

Barrio Comprehensive: Health Center, Dental, Funeral, Home health care, Medications,

Pharmacy, Recreation, Respite care, Transportation, Utilities, Wellness, Support groups,

and Alternative therapy

BEATAIDS:   Bereavement, Dental, Food, Housing, Emergency Financial, Substance abuse

  1 =  Bereavement / Duelo
  2 = Dental / Dental
  3 = Education / Educación
  4 = Workforce Education / Educación y Capacitación
  5 = Food / Alimento,
  6 = Funeral / Funerales
  7 = Home Health Care / Asistencia  y Cuidado en el Hogar
  8 = Hospice / Hospicio
  9 = Housing / Vivienda
10 = Medication
11 = Pharmacy / Farmacia
12 = Recreation / Recreación
13 = Respite Care / Ayuda para Obtener Reposo
14 = Substance Abuse /Ayuda Sobre el Abuso de Drogas
15 = Transportation / Transporte
16 = Utilities / Ayuda Para Servicios Públicos
17 = Wellness, Support Groups, and Alternative Therapy /
         Ayuda Sobre Nutrición y Bienestar, y Aplicación Para Ayuda de Urgencia.  
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treatment, Transportation, Utilities, Wellness, Support groups, and Alternative therapy

Benita Family Center:   Education, Counseling (dealing with grief and other issues)

Bexar County Housing and Human Services:   Funeral, Utilities

Bexar County Opportunity Industrial Center:   Education, Workforce education

Catholic Charities:   Funeral, Utilities

Center for Health Care Services:   Support Housing, Medication Services (enrolled individuals

with major depression only), Substance abuse, Supported employment, Psychiatric crisis

services, Counseling, Rehabilitation services, Community support services,

Centro del Barrio:   Counseling, Medications, Nutrition Counseling, Psych Evaluations

Christian Assistance Ministries: Food, Utilities

City of San Antonio Department of Recreation:   Recreation

City of San Antonio Department of Community Initiatives (DCI):   Education, Workforce

education, Housing, Recreation

Department of Veteran Affairs Health Care:   Housing

De Paul Family Center:   Wellness, Support groups, and Alternative therapy

Ella Austin Health Center:   Dental, Medicine, Pharmacy

Education Service Center Region 20:   Education

El Centro Center:   Wellness, Support groups, and Alternative therapy

Freedom Life Works: Workforce education, Substance abuse counseling, Wellness (support

group and alternative therapy), and Mental health counseling

Goodwill Industries:   Workforce education

Guadalupe Community Center:   Education, Workforce education, Recreation

Hope Action Care:   Bereavement, Dental, Food, Housing, Medications, Pharmacy, Respite

care, Substance abuse treatment, Transportation, Utilities, Wellness, Support groups, and

Alternative therapy   

House of Hope:   Housing

Interim Health Care:   Home health care, Medicine, Pharmacy, Recreation)

University Health System FFACTS/Immunosuppression Clinic:   Medicine and Pharmacy

Mujeres Project:   Bereavement, Housing, Respite care, Substance abuse, Transportation,
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Utilities, Wellness, Support groups, and Alternative therapy) utility assistance, education,

and legal.

Mujeres Unidas: Support Group

Palmer Drug Abuse Program:   Substance abuse treatment

Patrician Movement:   Substance abuse treatment, Wellness, Support groups, and Alternative

therapy, Legal Services, Financial assistance with Dental, Eye exams and wear, 

Transportation, Childcare.

Project Learn to Read:   Education, Workforce

Presa Community Service Center:   Food

Respite Care of San Antonio:   Respite care

Ryan White Dental Clinic:    Dental

Salvation Army Hope Center:   Housing, Utilities, Wellness, Support groups, and Alternative

therapy

San Antonio AIDS Foundation:   Food, Funeral, Home health care, Housing, Medications,

Utilities, Wellness, Support groups, and Alternative therapy.

San Antonio Metropolitan Health District:   Dental, Food, Housing, Medications, Pharmacy,

Transportation, Utilities, Wellness, Support groups, and Alternative therapy

South Texas AIDS Center for Families and Children:   Housing, Medicine, Pharmacy

Christus Santa Rosa Health Care- Villa Rosa: Substance Abuse Treatment,

Hospice/Residential Care
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Section 2. Services and the Agencies Which Provide Them

Agency Phone (code 210) Address Cost 1

Agencia Teléfono Dirección Costo

BEREAVEMENT / DUELO
Included in bereavement services are some or all of the following: support for funeral

arrangements and for the family after the individual dies.

1.  Alamo Area Resource Center 222 - 2437 800 Lexington free
2.  BEAT AIDS 212 - 2266 707 Dawson free
3.  Centro del Barrio 738 - 8215 2608 N. Main #200 S$
4.  Hope Action Care             227 - 2204 126 Grayson free
5.  Mujeres Project, Inc. 222 - 9417 904 Nolan free
6.  Community Clinic                         821 - 5522      210 W. Olmos                         S$

DENTAL / DENTAL
Included in dental services are some or all of the following: dental hygiene, fillings and

extractions.

1.  Alamo Area Resource Center 222 - 2437 800 Lexington rf
2.  Barrio Comprehensive Family 434 - 2368 2121 36th Street S$
     Health Care Center, Inc
3.  BEAT AIDS 212 - 2266 707 Dawson rf
4.  Ella Austin Health Center 224 - 2112 1920 Burnet S$
5.  Hope Action Care             227 - 2204 126 Grayson rf
6.  Ryan White Dental Clinic 224 - 8950 818 E. Grayson S$
7.  San Antonio Metropolitan Health 207 - 2437 910 San Pedro S$, rf
     District - Supportive Services
8.  The Patrician Movement                532- 3126       222 E. Mitchell St.                  rf

EDUCATION / EDUCACIÓN
Included in educational services are some or all of the following: GED classes, basic

adult education, and financial assistance for obtaining a post secondary education.

                                                
1rf-Referral service/Remitir; S$-Sliding scale/Habilidad para pagar; M1-Medicaid;
M2-Medicare; PI-Private Insurance; Vet-Veterans and dependents only/Solamente Veteranos y
dependientes; W-Women only/Solamente para mujeres
* Child care is available
# For teenage dads only
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1.  Avance - EHS Child* 734 - 7924 1226 N.W. 18th St. free
     Development Center

EDUCATION / EDUCACIÓN (Continued)

2.  Avance - Raul Jimenez Ctr* 927 - 5375 114 W. Vestal free
3.  Avance - Carment P. Cortez* 223 - 3667 1103 S. San Jacinto free
4.  Avance Parent Involvement Ctr* 735 - 9155 381 Micklejohn free
5.  Avance - Responsible 220 - 1788 2300 W. Commerce fre`e
     Adolescent Program*# ext. 255 or 256
6.  Avance - Edgewood-Even 433 - 8630 3300 Ruiz free
     Start Program 220 - 1788 x239
7.  Families Building Communities 432-1083 4415 Monterrey free     
8.  Benitia Family Center, Inc. 433 - 9300 4650 Eldridge free
9.  Bexar County Opportunities 225 - 6291 1023 N. Pine free
     Industrialization Center
10. DCI, City of San Antonio 207 - 7227 115 Plaza de Armas free
      Literacy Services Division           225- READ
      Central Referral Center                225- 7323        1502 Fitch Street                    free
11.  Education Service Center370 -5200 1314 Hines free
       Region 20
12.  Guadalupe Community Center 226 -6178 1801 W. Durango free
13.  Project Learn to Read 226 - 2818 211 N. Park free

WORKFORCE  EDUCATION / EDUCACIÓN y CAPACITACIÓN
Included in workforce education services are some or all of the following: job search

counseling, resume writing, and training for different types of occupations. 

1.  Alamo Area Council 362 - 5200 118 Broadway #400 free
     of Governments
2.  Bexar County Opportunities 225 - 6291 1023 N. Pine free
     Industrialization Center
3.  Freedom Life Works 737 - 3363 2407 N. St. Mary’s free
3.  Goodwill Industries 924 - 8581 3830 Pleasanton Rd. free
4.  SER 438- 0581 1499 Hillcrest free

436- 0670       2538 Castroville Rd. free
                                                            822- 7640        1201 Austin Hwy Suite 117   free
                                                            928- 3985        6723 S. Flores                        free
                                                            359- 1427        1143 Gembler Rd.                 free
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              rf-Referral service/Remitir; S$-Sliding scale/Habilidad para pagar; M1-Medicaid;
M2-Medicare; PI-Private Insurance; Vet-Veterans and dependents only/

              Solamente Veteranos y dependientes; W-Women only/Solamente para mujeres
* Child care is available # For teenage dads only

FOOD / ALIMENTO
Included in food services are some or all of the following: hot meals, groceries, and food
vouchers.

1.  Alamo Area Resource Center 222 - 2437 800 Lexington free
2.  BEAT AIDS 212 - 2266 707 Dawson free
3.  Christian Assistance Ministries 223 - 6648 110 McCullough free 
4.  Hope Action Care             227 - 2204 126 Grayson rf
5.  Presa Community Service Cntr. 532 - 5295 3721 S. Presa free
6.  San Antonio AIDS Foundation 225 - 4715 818 E. Grayson free
7.  San Antonio Metropolitan Health  207 - 2437 910 San Pedro S$, rf
     District - Supportive Services

FUNERAL / FUNERALES
Included in funeral services are some or all of the following: financial assistance, burial
preparations, and memorial service preparations.

1.  Alamo Area Resource Center 222 - 2437 800 Lexington free
2.  Bexar County Housing 335 - 6770 233 N. Pecos Rm 590 S$
     and Human Services
3.  Catholic Charities 433 - 3256 2903 W. Salinas free 
4.  Hope Action Care             227 - 2204 126 Grayson free

HOME HEALTH CARE and HOMEMAKER / CUIDADO en el HOGAR
Included in home health care and homemaker services are some or all of the following: visiting
nurse, visiting homemaker, prescription needs and mental health counseling.

1.  DCI, City of San Antonio - 207 - 7241 115 Plaza de Armas S$
     Client Managed Program              207- 7241
     Homemaker Program                    207- 7186
     Personal Attendant Program         207-8180
2.  Interim Health Care 614 - 8299 8299 Fredericksburg M1, M2, PI
3.  San Antonio AIDS Foundation 225 - 4715 818 E. Grayson S$
4.  Audie Murphy Veteran 617 - 5300 7400 Merton Minter Vet
     Hospital - Benefits Department

HOSPICE / HOSPICIO
Included in hospice services are some or all of the following: pre-hospice counseling for patient
and significant others, counseling for relatives and membership in a support group for relatives.

1.  San Antonio AIDS Foundation 225 - 4715 818 E. Grayson S$
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2.  Christus Santa Rosa Health Care   705- 5600       5115 Medical Dr.                    S$

              rf-Referral service/Remitir; S$-Sliding scale/Habilidad para pagar; M1-Medicaid;
M2-Medicare; PI-Private Insurance; Vet-Veterans and dependents only/Solamente Veteranos y
dependientes; W-Women only/Solamente para mujeres
* Child care is available # For teenage dads only

HOUSING / VIVIENDA
Included in housing services are some or all of the following: rent support, temporary housing,
transitional housing, and long-term housing.

1.    Alamo Area Resource Center 222 - 2437 800 Lexington free,
2.    BEAT AIDS 212 - 2266 707 Dawson free
3.    Center for Health Care Services 225 - 5481 711 W. Josephine S$*
4.    Department of Veteran Affairs 949 - 3108 905 Computer Dr. free
       Health Care
5.    Hope Action Care           227 - 2204 126 Grayson free
6.    House of Hope 534 - 3741 1240 Highland S$
7.    Mujeres Project, Inc. 222 - 9417 904 Nolan free
8.    Providence Home and 434 - 2111 2650 Castroville Rd S$
       Family Services
9.   San Antonio Metropolitan Health 225 3275 910 San Pedro S$
       District - Supportive Services
11.  Salvation Army Hope Center 226 - 2291 226 Nolan free

MEDICAL /  MÉDICO
Included in medical services are some or all or of the following: helping client obtain medical
services, helping with cost of medical costs, making physician appointments for client.   If the
services are not free, they can be paid by private insurance (PI), and there is a co-pay fee.
1.    Alamo Area Resource Center 222 - 2437 800 Lexington free, CP, PI
2.    BEAT AIDS 212 - 2266 707 Dawson free, CP, PI
3.    Center for Health Care Services 225 - 5481 711 W. Josephine free, CP, PI*
4.    Centro del Barrio 738 - 8215 2608 N. Main #200 S$,M1, M2 CP, PI
5.    Community Clinic, Inc. 821 - 5522 210 W. Olmos S$, CP,
6.    Ella Austin Health Center 224 - 2112 1920 Burnet S$, CP, PI
7.    FFACTS/Immunosuppression 358 - 3710 527 N. Leona S$, CP, PI,
       Clinic- University Health System M1, M2
8.    Hope Action Care           227 - 2204 126 Grayson rf, CP, PI
9.    South Texas AIDS Center 692 - 3641 7271 Wurzbach #220 S$, CP, PI 
       for Families and Children
10.  San Antonio Metropolitan 207 - 2437 910 San Pedro S$, rf , CP, PI
       Health District
11.  The Patrician Movement              532- 3126       222 E. Mitchell                       rf
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              rf-Referral service/Remitir; S$-Sliding scale/Habilidad para pagar; M1-Medicaid;
M2-Medicare; PI-Private Insurance; Vet-Veterans and dependents only/Solamente Veteranos y
dependientes; W-Women only/Solamente para mujeres
* Child care is available # For teenage dads only
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MENTAL HEALTH / SALUD MENTAL
Included in medical services are some or all or of the following: counseling,
psychological assessment, mental health/spiritual/emotional support, and grief and
bereavement counseling.  If the services are not free, they can be paid by private
insurance (PI), and there is a co-pay fee.

1.  Benitia Family Center, Inc. 433 - 9300 4650 Eldridge Ave free
2.  Freedom Life Works         737 - 3363 2407 N. St. Mary’s free
3. Gay & Lesbian Community Ctr.     732 - 4300      3126 N. St. Mary’s free

PHARMACY / FARMACIA
Included in pharmacy services are some or all of the following: financial assistance for
pharmaceutical products, prescription service, and facilitating the procurement of non-
pharmaceutical products.

1.    Center for Health Care Services 225 - 5481 711 W. Josephine CP, PI#
2.    Community Clinic, Inc. 821 - 5522 210 W. Olmos S$, CP,
3.    Ella Austin Health Center 224 - 2112 1920 Burnet S$, CP, PI
4.    FFACTS/Immunosuppression 358 - 3710 527 N. Leona S$, CP, PI,
       Clinic- University Health System M1, M2
5.    Hope Action Care             227 - 2204 126 Grayson rf , CP, PI
6.    South Texas AIDS Center 692 - 3641 7271 Wurzbach #220 S$, CP, PI 
       for Families and Children
7.    San Antonio Metropolitan 207 - 2437 910 San Pedro S$, rf , CP, PI
       Health District

RECREATION / RECREACIÓN
Included in recreational services are some or all of the following: locating and accessing
recreational programs, providing financial assistance to cover cost of recreational activities, and
organizing team sports.

1.  City of San Antonio - Department of Parks & Recreation
     Recreational Service 207 - 3030 950 E. Hildebrand free
2.  Centro del Barrio 927 - 6883 123 Ascot S$
3.  Guadalupe Community Center 226 - 6178 1801 W. Durango free
     Adult Enrichment Program
3.  Gay and Lesbian Community Ctr. 732 - 4300 3126 N. St. Mary’s free

RESPITE CARE / AYUDA PARA OBTENER REPOSO
Included in respite care are some or all of the following: obtaining a homemaker, counseling for
the family of the patient, and information on how to reduce stress.

1.  Center for Health Cares Services 225 - 5481 711 E. Josphine CP, PI*
2.  Mujeres Project, Inc. 222 - 9417 904 Nolan free

              rf-Referral service/Remitir; S$-Sliding scale/Habilidad para pagar; M1-Medicaid;
M2-Medicare; PI-Private Insurance; Vet-Veterans and dependents only/Solamente Veteranos y
dependientes; W-Women only/Solamente para mujeres
* Child care is available # For teenage dads only
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RESPITE CARE / AYUDA PARA OBTENER REPOSO (Continued)

3.  Providence Home 434 - 2111 2650 Castroville Rd. S$
4.  Respite Care of San Antonio 737 - 1212 605 Belknap Place S$
5.  Salvation Army Hope Center 352 - 2010 515 W. Elmira M2

SUBSTANCE ABUSE / AYUDA SOBRE el ABUSO de DROGAS
Included in substance abuse services are some or all of the following: detoxification, residential
treatment, and outpatient treatment.

1.    Alcoholic Rehabilitation Center 633 - 0201 10290 Southton Rd. free
2.    Alpha Home, Inc. 735 - 3822 300 E. Mulberry free,W
3.    Audie L. Murphy Memorial 617 - 5300 7400 Merton Minter Vet
       Veterans Hospital
4.    Baptist Recover Center 302 - 2505 111 Dallas S$
5.    BEAT AIDS 212 - 2266 707 Dawson free
6.    Center for Health Care Services 731 - 9661 3031 IH10  S$#
7.    Community Clinic, Inc. 805 - 8106 205 W. Olmos #104 free
8.    Department of Veteran Affairs 949 - 3108 905 Computer Dr. free, vet
       Health Care
9.    FFACTS/Immunosuppression 358 - 3710 527 N. Leona S$, CP, PI,
       Clinic- University Health System M1, M2
10.  Freedom Life Works 737 - 3363 2407 N. St. Mary’s free
11.  Hope Action Care           227 - 2204 126 Grayson rf
12.  Mujeres Project, Inc. 222 - 9417 904 Nolan free
13.  Palmer Drug Abuse Program 227 - 2634 315 Pecan free
14.  Patrician Movement, The532 - 3126 222 E. Mitchell S$
15.  Santa Rosa Health Care - 705 - 5600 5115 Medical Dr. S$
       Villa Rosa

TRANSPORTATION / TRANSPORTE
Included in transportation services are some or all of the following: bus tokens, taxi

vouchers, gas vouchers, and van service.

1.  Alamo Area Resource Center 222 - 2437 800 Lexington free
2.  BEAT AIDS 212 - 2266 707 Dawson free
3.  Hope Action Care             227 - 2204 126 Grayson rf
4.  Immunosuppression Clinic 358 - 3710 527 N. Leona free
5.  Mujeres Project, Inc. 222 - 9417 904 Nolan rf
6.  San Antonio AIDS Foundation 225 - 4715 818 E. Grayson free
7.  San Antonio Metropolitan Health 207 - 2437 910 San Pedro free
     District - HIV/AIDS Division
8.  The Patrician Movement               532- 3126        222 E. Mitchell                       rf

              rf-Referral service/Remitir; S$-Sliding scale/Habilidad para pagar; M1-Medicaid;
M2-Medicare; PI-Private Insurance; Vet-Veterans and dependents only/Solamente Veteranos y
dependientes; W-Women only/Solamente para mujeres
* Child care is available # For teenage dads only
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UTILITIES / AYUDA SOBRE SERVICIOS PÚBLICOS
Included in utility services are some or all of the following: financial assistance, accessing
apartments which do not charge for some public services. 

1.    Alamo Area Resource Center 222 - 2437 800 Lexington free
2.    BEAT AIDS 212 - 2266 707 Dawson free
3.    Bexar County Housing 335 - 6770 233 N. Pecos Rm 590 S$
       and Human Services
4.    Catholic Charities 433 - 3256 2903 W. Salinas free
5.    Christian Assistance Ministry      223 - 6648      110 Mc Cullough                    free
5.    DCI, City of San Antonio 207 - 7835 115 Plaza De Armas free & S$
       Community Action Division
       Com. Action Program-East 227 -0335 2805 E. Commerce free & S$
       Com. Action Program-Kenwood 733 - 5989 305 Dora free & S$
       Com. Action Program-West 227 - 2856 2300 W. Commerce free & S$
6.    Hope Action Care               227 - 2204 126 Grayson free
7.    Metro Community Church 734 -0048 1136 Woodlawn free
       of San Antonio
8.    Mujeres Project, Inc. 222 - 9417 904 Nolan free
9.  Salvation Army Hope Center 352 - 2020 910 N. Flores free

WELLNESS, SUPPORT GROUPS, and ALTERNATIVE THERAPY
AYUDA SOBRE NUTRICIÓN Y BIENESTAR
Included in wellness, support groups and alternative therapy are some or all of the following:
financial assistance to access needed help, sponsorship of support groups, and accessing
alternative medical treatment.

1.    Alamo Area Resource Center 222 - 2437 800 Lexington free
2.    BEAT AIDS 212 - 2266 707 Dawson free
3.    Community Clinic, Inc. 805 - 8106 205 W. Olmos #104 free
4.    DCI, City of San Antonio - 207 - 7172 115 Plaza de Armas S$
       Elderly and Disabled Service
       Comprehensive Nutrition Project
5.    De Paul Family Center 921 - 0071 7603 Sumerset S$, free
6.    El Centro Center 921 - 0071 18555-1 Leal Rd. S$
7.    Freedom Life Works 737 - 3363 2407 N. St. Mary’s free
8.    Gay and Lesbian Community Ct.732 - 4300       3126 N. St. Mary’s free
8.    Hope Action Care           227 - 2204 126 Grayson  free
9.    Mujeres Project, Inc. 271 -3802 904 Nolan free
10.  Mujeres Unidas                            738 -3393 121 W. Woodlawn             free       
11.  San Antonio AIDS Foundation 225 - 4715 818 E. Grayson free
12.  San Antonio Metropolitan  207 - 2437 910 San Pedro free
       Health District - HIV/AIDS Division

              rf-Referral service/Remitir; S$-Sliding scale/Habilidad para pagar; M1-Medicaid;
M2-Medicare; PI-Private Insurance; Vet-Veterans and dependents only/Solamente Veteranos y
dependientes; W-Women only/Solamente para mujeres * Child care is available # For teenage dads only
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Food Bank Listing
The following are other food banks which do not have any requirements.

1.   Christian Assistance Ministries 223 - 6648 110 McCullough free
2.   1st Baptist Church 226 - 0360 515 McCullough free
3.   Holy Family Church 433 - 8216 152 Florencia free
4.   Our Lady of the Angels 924 - 6591 1214 Stonewall free
5.   Salvation Army 352 - 2020 AID/Family Shelter free
6.   San Fernando Cathedral 227 - 1297 115 Main Plaza free
7.   St. Dominic Church 435 - 6211 5919 Ingram Rd. free
8.   St. John Berchmans Church 434 - 3247 1147 Cupples Rd. free
9.   St. Marks Catholic Church 494 - 1608 1602 Thousand Oaks free

              rf-Referral service/Remitir; S$-Sliding scale/Habilidad para pagar; M1-Medicaid;
M2-Medicare; PI-Private Insurance; Vet-Veterans and dependents only/Solamente Veteranos y
dependientes; W-Women only/Solamente para mujeres
* Child care is available # For teenage dads only

Agency Phone Address Cost3
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Agencia Teléfono Dirección Costo
The following is a list of resources in the counties of Comal, Guadalupe, and Willson.
COMAL COUNTY

1.  Comal County (830) 620-5595 178 E. Mill S$, free
     Health Department New Braunfels
2.  Comal County (830) 620-6221 180 W. Hill S$, free
     Mental Health Resources New Braunfels
3.  Texas Department of (830) 625-8023 227 Courtyard S$, free
     Human Services New Braunfels
4.  Women, Infants, and (830) 625-1441 166 Comal free
     Children (WIC) New Braunfels
5.  Indigent Health Care (830) 620-5548 178 E. Mill S$, free

New Braunfels
GUADALUPE COUNTY

1.  Texas Department (830) 372-0841 1331 E. Court St. S$, free
     of Health Seguin, Tx.  78155
2.  Guadalupe County (830) 379-8222 325 Wallace S$, free
     Mental Health Resources Seguin, Tx.  78155
3.  Texas Department of (830) 379-0349 110 N. Camp S$, free
      Human Services Seguin, Tx.  78155
4.  Women, Infants, and (830) 372-3336 1303 E Court Suite 480    free
      Children (WIC) Seguin, Tx.  78155
5.   Indigent Health Care (830) 379-2411 1215 E. Court S$, free

Seguin, Tx.  78155
WILSON COUNTY

1.  Texas Department of (830) 393-6225 663 10th Street S$, free
     Health Floresville, Tx.  78114
2.  Mental Health Resources (830) 393-0110 1005 B Street S$, free

Floresville, Tx.  78114
3.  Texas Department of (830) 393-3141 661 10th Street S$, free
      Human Services Floresville, Tx.  78114
4.   Women, Infants, and (830) 393-7423 1022 C Street free
      Children (WIC) Floresville, Tx.  78114
5.   Indigent Health Care (830) 393-3122 1301 Hospital Blvd. S$, free
6.   G.E.D.                               (830) 393-3157                       Contact Mr. Luth

1103 4th Street
            Floresville, TX 78114

WILSON COUNTY (Continued)

 7.   J.T.P.A.                             (830) 393-2128                       Contact Mr. Sanchez
      Education/Employment                                                    1140 C Street Floresville, TX 78114
8.   Alamo Area Council     (830) 393-3128                       1140 C Street
                                                                                                Floresville, TX 78114
9.   Floresville Family             (830) 393-2535                       15 Plaza Shopping Center                 
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              Planning                                                                      Floresville, TX 78114
10.  Wilson County                 (830) 393-6106                       Floresville Square
       Health Department
11.  Floresville Housing
           Authority                      (830) 393- 6560
12.  Poth Housing                    (830) 484- 3311
           Authority
13.  Stockdale Housing            (830) 996- 3741
           Authority
14.  Floresville Legal               (830) 393- 2886
              Aid
15.  Child Support Office        (830) 769-3300
       Karnes, Wilson, Jourdanton
16.  Floresville Health Clinic   (830) 3939-7350
       Immunizations
17.  Floresville Memorial        (830) 393- 3122
       Hospital
18.  Texas Department of        (830) 393- 3141 or 1-800- 292- 7353
       Human Services - Nursing home Services
19.  Tansportation- Medical    (830) 333- 1112                          Contact: Irma Vargas
                                                 1-800- 292- 7353
20.  Community Councel         (830) 393- 3063
       Of South Central
21.  Senior Citizens (Wilson)   (830) 393- 6070
22.  Child Abuse / Neglect       1-800- 292- 5032
       Hotline
23.  Medicaid Inquiry (Wilson) 1-800- 742- 2564
24.  Floresville Shelter              (830) 393- 3109
25.  Floresville Head Start        (830) 393- 6455                          1009 5th Street and Trail Street
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Applying For Emergency Assistance

Any time you apply for assistance, a certain amount of paper work must be done.  You

will speed the process, and make an easier experience for all involved, if you come prepared to

help the receptionist or intake worker, who often has a large amount of paper work to do in a day.

1. Have your social security card ready or know your number.

2. Have identification (ID) with your picture.  Your driver's license can be your ID.  If you
don't have an ID, you can have a picture ID made by going to a driver's license office.  
There are four Texas Department of Public Safety driver’s license offices in San Antonio:
· 1258 Babcock,
· 1803 S. General McMullen,
· 6502 South New Braunfels, and
· 9834 Perrin Beitel.

3. Have proof of residency.  Any current bill with your address on it can be proof of
residency.  You can take your water or gas and electric bill as proof.

4. Describe your situation.  For example, "My husband/wife left me two weeks ago. I have
three children, ages 3, 5, and 7, no job, and no means of support."

5. Tell exactly what you need and for how long you are going to need the help. Also, bring
copies of bills to show proof of need.  For example, "I've come for emergency assistance.
I need food right away, $300 for rent that is due on the first of the month, $30 for water,
and $56 for gas and electricity.  Here are copies of my bills.  I'll need help until I start
receiving help from the Department of Human Resources and Services."

Remember:

1. Name your problems and name your needs.  Getting help quickly sometimes
depends on how easy you make it for agency workers to fill out intake forms. 

2. Public agencies have to help you even when you do not have all your papers to
show proof of residency.
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Searching  For A Job By Telephone

You can contact a potential employer in person, by letter, and/or by telephone.  A quick

and direct way of reaching many potential employers is by telephone.  Although the telephone is

the fastest and most economical way to reach the greatest number of people in the shortest

amount of time, remember that the goal for making the telephone call is to get a face-to-face job

interview.  Here are some things to ask when searching for a job by telephone:

1. Are you hiring at this time?

2. (If yes) What positions do you have open?

3. (If a title seems promising) What experience (or educational/training background)

do you require for that job?

4. (If the job seems interesting) When can I come in for an interview?

Here are some basic Do's  and Don'ts when using the telephone in your job search:

Do's:

Speak clearly.
Be confident.
Be positive about everything, especially yourself.
Be honest.
Have a list of questions you want to ask.
Have your resume by the telephone.
Ask when you can come in for an interview.

Don't:

Don't mumble.
Don't talk too fast, too slowly, or too much.
Don't be negative.
Don't be too eager.
Don't act desperate.
Don't give advice.
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Job Interview Suggestions

Here is a list of ten of the most frequently asked job interview questions and a list of interview

Do's and Don'ts.

Ten frequently asked questions

1.  Please tell me about yourself. 

You can start your answer with any detail about yourself, but the important thing is to

relate what you are saying to the job.  For example, you may start by saying something

such as, "I come from a large family, so all my life I have learned to be flexible,

responsible, and self-motivated." 

2.  What are your strengths? 

Here you can describe what others say are your strengths and finish by describing

strengths others may not have noticed, but you know you have.  Turn your weaknesses

into strengths.  For example, if you are a housewife and never held a job before, don't say

"I've never held a job before."  Instead, mention the strengths of having to run a

household, raise children, etc.  For example, you may emphasize that you know how to

look at what needs to be done, figure out what is most important, and then accomplish it.

3.  What are your weaknesses? 

Describe some strengths as weaknesses.  For example, if one of your strengths is that you

can work on several things at one time, then you might say, "I'm learning to pace myself

because in the past I've tried to accomplish too many things at one time."

4.  Why should I hire you? 

Say such things which describe you, such as "I'm a hard worker; I can work without

supervision; I’m organized; I’m dependable; and I have a sense of humor."  
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5.  What experiences would you bring to this job? 

Say such things as "This job requires someone who can work without close supervision

and I can do that because I had three children to raise without a father, and I learned how

to make decisions on my own."  or "This job seems to need someone who can repair a lot

of different things, and between my woodworking hobby, working on my old car, and

doing repairs around the house, I think I can fix just about anything."

6.  How does this job relate to your future? 

Here is an example of what a job seeker might say: "I would eventually like to supervise a

shop (store, factory, company) like this one, and I think this job would help me to learn

more about how a business like this works by giving me hands-on experience."

7.  What will your references (and employer) say about you? 

When you pick people to use as references, choose people you know will give you a good

reference and be sure to ask their permission to use their names.  If you are in doubt, ask

them what they feel they will be able to say about you that will be helpful to you.

8.  Why are you considering this position? 

Describe the position in a positive manner.  For instance, if it is a steady job with low

pay, mention only that it provides an opportunity to have steady employment and to learn

something new. 

9.  Tell me about your personal situation? 

Build and relate your answer to whatever you said in answers to questions 6 and 8. 

Above all, don't be negative about past employment situations.

10.  What sort of pay do you expect to get? 
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When asked this question, ask for the salary range of the position, and then discuss what

you expect based on the salary range.  A good strategy is never to ask about pay directly. 

Let it come up in the conversation, but don't leave without learning about the starting pay,

benefits, and schedule for wage increases.

Interview Do's

Here is a list of things to do when you get an interview:

1. Dress more formally than people actually on the job. 

2. Have good eye contact with the interviewer.

3. Show your positive side.  Speak positively of past and present employment situations.

4. Mention your strengths.  Tie your strengths to the requirements of the job.

5. Listen to the interviewer.  Answer only after the interviewer stops talking. 

6. Show honesty and sincerity.

7. Sit with good posture.

8. Show through past job or life experiences that you are the person for the job.

Interview Don'ts

1. Don't show nervousness by biting your fingernails, clearing your throat constantly,

looking at your watch, touching your face constantly,  tapping your feet on floor, or

drumming your fingers on table.
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2. Don't dress inappropriately.  Dress for a job interview, not for going to a party.  People

often confuse being appropriately dressed with getting "dressed up."  Appear neat and

conservative.

3. Don't avoid eye contact.

4. Don't slouch.

5. Don't correct the interviewer.

6. Don't overuse such words or phrases as: you know, you see, well, yeah, and uh.

7. Don't give very short or very long answers. 

8. Don't chew gum.

9. Don't ask to smoke.  (Wait until you are on your way home.)

FILLING OUT A JOB APPLICATION

These are some suggestions on filling out a job application.

1. Read through the whole application before you begin.

2 Use a new or good pen that does not leak.

3. Print neatly so others can read your writing.

4. Check a dictionary so that all words are spelled correctly.

5. If you make an error, cover it with correction fluid and let it dry completely before you

write over it.
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6. Even though you may not see the manager when you pick up an application, or when you

turn in a completed application, dress neatly and appropriately whenever you enter the

business place.

JOB RESUME

Some jobs require a resume or a short description of your job history and qualifications.

Other jobs do not.  If you apply for a job that requires one, you can go to a place such as  Bexar

County Opportunity Industrialization Center, Inc. (BCOIC), 2103 E. Houston St, telephone

225-6291.  BCOIC has people who will help you write a resume and typewriters and computers

which you may use.  Everybody is welcomed at BCOIC.

Here are some points to consider when writing a resume and the cover letter that goes

with the resume.  The objective of a resume is to get a job interview.  The cover letter should

preferably be one page long.  It should list your name, address, telephone number, job desired,

qualifications and experience, employment history, and education and training received. 

If you apply for jobs in only one area, then you need to have only one resume.  However,

if you apply for jobs in two different areas, such as welding and food service, you need a resume

for the food service jobs and a different one for the welding job applications.  Each one will

emphasize your qualifications and experiences in the area to which you are applying

Use "action" words such as "conducted", "performed", and "designed" to describe your

skills and abilities.  The resume should be typed neatly, and should be free of spelling and

grammatical errors.  The resume can be hand delivered with a short cover letter in which you: 1)

name the job you are applying for, and 2) describe briefly your qualifications for the job.
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There are different ways for writing a resume.  This is one example of a basic resume

form.

JOE SMITH

313 Hensley

San Antonio, Texas 78200

(512) 555-1414

JOB OBJECTIVES:Base your objective on the position to which you are applying and describe

what you can do for the company.

EDUCATION: If you are a high school graduate and attended college for a semester or

two, include the name and location of the schools,  years you attended

college degree if awarded, and what you majored in college.  For example:

San Antonio Community College, Office management, two semesters,

1998

Charles H. Milby High School, High School Diploma, 1996.

EMPLOYMENT HISTORY:

1997 - Present   Current position, Place of employment and address.

1994 - 1997 Office Clerk, A & B Company, 2727 Elm, San Antonio, Texas 78200.

1992 - 1994 Mechanic, Joe's Garage, 202 Tonca Street, San Antonio, Texas 78200.
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This is an example of a cover letter to be delivered or mailed with your resume.

March 12, 1999
333 B Street
San Antonio, Texas 78284

Ms. R
Director of Human Resources
Thus and Such Company
P.O. Box 680
San Antonio, Texas 78000

Dear Ms. R:

I would like to be considered for the position of Office Assistant.  I have experience in
office management.   My background includes having been:

Secretary II, Big County Program.  Managed an office of two clerks.

File Clerk, State Company.  Developed file systems and did office management. 

Junior Clerk, Roadway Company.  Did filing and managed office answering services.

Entry Clerk, Big City Bus Company.  Typed and worked office switchboard.

Many of my skills and achievements are relevant to your needs.  I have:

* developed and taught office management to high school interns.

* worked as a secretary for three different office managers.

* assisted the office accountant in my last two positions.

* used office computers for the past five years.

Enclosed is a copy of my resume.  I look forward to hearing from you soon.

Sincerely,

Joe Smith
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Aplicación Para Ayuda de Urgencia

A cualquier tiempo que aplíque por ayuda, cierta cantidad de papeláge se tiene que llenar.
 Usted puede acelerar el proceso de ayuda, y hacer si viene preparado(a) para ayudar la
recepcionista que tiene que llenar una gran cantidad de papeláge en un día.

1. Lléve su tarjeta del Seguro Social o sépa su número.

2. Lléve su carnet de identidad que tenga su fotografía.  Su licencia de chófer puede ser su
carnet de identidad.  Si no tiene carnet, usted puede sacar su carnet de identidad en
cualquier oficina del Texas Department of Public Safety endonde sacan licencias de
chófer.  En San Antonio hay cuarto oficinas y sus señas son:
· 1258 Babcock,
· 1803 S. General McMullen,
· 6502 South New Braunfels, and
· 9834 Perrin Beitel.

3. Lléve prueba de donde permanesca.  Cualquier cuenta con sus señas puede ser prueba de
su permanencia.  Puede llevar su cuenta del gas o eléctrico como prueba de su
permanencia.

4. Describa sus situación.  Por ejemplo, "Hace dos semanas que mi esposo(a) me abandonó.
Tengo tres hijos de edades 3, 5, and 7, no tengo trabajo, y no tengo manera de
mantenernos."

5. Decriba sus necesidades y por que tanto tiempo va necesitar ayuda.  También, lléve copia
de sus cuentas para documentar sus necesidades. Por ejemplo, "Necesito ayuda
urgentemente.  Necesito alimentos en seguida, $300 para la renta que se vence el primero
del mes, $30 para agua, y $56 para gas y electricidad.  Aqui tiene copias de mis cuentas. 
Necesitaré ayuda hasta que comience recibir ayuda del Department of Human Resources
and Services."

No Olvíde:

1. Identifíque sus problemas y indentifíque sus necesidades.  Logrando ayuda
inmediatamente a veces depende en que fácil usted le hace el proceso de llenar el
papeláge al trabajador de la agencia.

2. Agencias que ayudan al pueblo le tienen que ayudar aunque no tenga todos sus
papeles que documentan su permanencia. 

Búsqueda de Empleo Por Teléfono
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Se puede poner en contacto con un patrón de empleo en persona, por el correo, y por el

teléfono.  Una manera directa y rápida es por teléfono.  Aunque el teléfono es la manera más

rápida y económica para ponerce en contacto con mucha gente en un poco tiempo, no olivde que

el objetivo de la llamada telefónica es para consiguir una intrevista en persona.  Aquí tiene

algunas preguntas que puede hacer cuando busca trabajo por teléfono:

1. ¿Están ocupando ha este tiempo?

2. (Si conteste que sí) ¿Que puestos tienen abiertos?

3. (Si un puesto se ve interesante) ¿Que experiencia o capacitación se requiere para
ese puesto?

4. (Si un puesto se ve interesante) ¿Para cuando me puedo entrevistar con usted?

Aguí tiene una lista de cosas que Hacer y Que No Hacer cuando utiliza el teléfono para buscar
empleo:

Que Hacer:

Hable claramente.
Séa seguro.
Séa positivo sobre todo, especialmente sobre usted mismo.
Séa honesto.
Tenga una lista de preguntas que desea hacer.
Tenga su resumen preparado para darlo por teléfono.
Pregunte cuando se podrá entrevistar en persona.

Que No Hacer:

No masculle.
No hable muy rápido, muy despacio o demasiado.
No séa negativo.
No séa ansioso.
No se presente desesperado.
No dé consejo.



33

Sugerencias Sobre la Entrevista de Empleo

Aquí está una lista de las más frequente preguntas hechas durante una entrevista de empleo y una

lista de que Hacer y Que No Hacer durante una entrevista.

Diez preguntas hechas frequentemente

1. Por favor, dígame algo sobre usted mismo. 

Comiense la respuesta con cualquier detalle de su historia, pero la cosa más importante es

víncular lo que está diciendo con el puesto que usted desea.  Por ejemplo, puede

comenzar con decir tal cosas como, "Me crié en una familia grande, así aprendí como ser

flexible, responsable, y arranque automático." 

2. ¿Cuales son sus capacidades? 

Aquí puede describir lo que han dicho otros de sus capacidades, y termine con una

descripción sobre capacidades que otra gente no ha notado, pero que usted tiene. 

Converta sus deficiencias en capacidades.  Por ejemplo, si usted es una dama de casa y

nunca ha tenido un puesto, no diga "Núnca ha tenido un puesto antes."  En cambio,

mencione sus capacidades del mandón de una casa, criar hijos, etc.  Por ejemplo, puede

subrayar que usted sabe como resolver lo que se debe de hacer, calcular lo que es más

importante, y efectuar lo que se debe hacer. 

3. ¿Cuales son sus deficiencias? 

Mencione unas de sus capacidades como deficiencias.  Por ejemplo, si unas de sus

capacidades es que puede trabajar en varias cosas almismo tiempo, entonces podrá decir,

"Estoy aprendiendo como marcar mi paso porqué en el pasado ha tratado de efectuar

muchas cosas al mismo tiempo."

4.  ¿Por qué lo debemos ocupar? 

Díga tal cosas que lo decriben como, "Soy un buen trabajador; puedo trabajar sin

supervisión; soy organizado; soy confiable; y tengo un sentido de buen humor."  
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5. ¿Cual experiencias le traerá ha este puesto? 

Díga tal cosas como "Este puesto requiere una persona que puede trabajar sin mucha

supervisión y yo puedo ser eso porqué he criado tres hijos sola(o), y aprendí como hacer

decisiones por mi propia cuenta."  O "Este puesto parece que requiere alguien que puede

reparar muchas distintas cosas, y entre mi afición de carpintería, trabajando en mi coche

viejo, y haciendo reparaciones de casa, pienso que puedo reparar cualquier cosa."

6.  ¿Como ve este puesto en su futuro? 

Aquí tiene un ejemplo de lo que una persona podría decir: "Eventualmente quiciera

supervisar un taller (tienda, fábrica, compañía) como éste, y pienso que este puesto me

daría la experiencia para aprender más cómo un negocio como éste funciona."

7.  ¿Que dirán sus recomendaciones de usted? 

Cuando seleccione gente para recomendaciones, escoja gente que usted sabe que le darán

una buena recomendación.  Si duda que le darían una buena recomendación, pregúnteles

que pensarían decir de usted que le ayudaría conseguir un buen trabajo.

8.  ¿Por qué esta considerando este puesto? 

Describe el puesto en una manera positiva.  Por ejemplo, si es un trabajo fijo pero mal

pagado, diga solamente que el puesto de daría la oportunidad de tener un trabajo fijo y de

aprender algo nuevo. 

9.  ¿Dígame sobre su situación personal? 

Desarrolle y víncule su respuesta con las respuestas que dió en las preguntas 6 y 8.  Sobre

todo, no séa negativo acerca de empleo que ha tenido en el pasado.

10.  ¿Que nivel de pago espera recibir? 
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Cuando le hagan esta pregunta, pregunte por la escala de salarios de este puesto, y

entonces discuta que espera recibir un salario basádo en esta escala de salarios.  Una buen

estrategia es de que núnca pregunte sobre el pago directamente.  Déje que este tema salga

en la conversación, pero no se vaya sin aprender el nivel de pago inicial, beneficios, y el

horario para el incremento de sueldo.

Que Hacer

Aquí esta una lista de cosas que hacer cuando se logra una entrevista:

1. Vístase en una manera más formal de lo que viste la gente que hace el trabajo. 

2. Tenga buen contacto de ojo con la persona con la cual se entrevista.

3. Enseñe su lado positivo.  Hable positivamente de pasadas y presente situaciones de

empleo.

4. Mencione sus capacidades.  Víncule sus capacidades con los requisitos del puesto.

5. Escúche al entrevistador.  Conteste solamente cuando el entrevistador déje de hablar. 

6. Enseñe honestidad y sinceridad.

7. Siéntese con una buena postura.

8. Enseñe a través de puestos del pasado o experiencias de la vida que usted es la persona

para el puesto.

Que No Hacer

1. No enseñe nerviosidad en mordiendose las uñas, limpiándose la garganta constantemente,

viendo su relój, atocándose la cara constantemente, dando golpecitos en el piso con sus

pies, ó dando golpecitos en la mesa con sus dedos.

2. No se vista en una manera inapropiada.  Vístase para una entrevista de empleo, no para ir

ha una fiesta.  Gente a veces confunde esta vestidos apropiadamente con estar vestidos

“bien.”  Preséntese aseado y conservador.
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3. No evite contacto de ojo.

4. No se siente con mal postura.

5. No corrija al entrevistador.

6. No sobreúse palabras ó expresiones como: tu sabes, tu ves, pues, “yeah,” y “uh.”

7. No dé respuestas bréves así como muy detalladas. 

8. No masque chicle.

9. No fume.  (Espérese hasta que ya vaya en camino a casa.)

Llenando Una Aplicación Para Un Puesto

Estás son sugerencias sobre como llenar una aplicación para un puesto.

1. Antes de llenar la aplicación, léala completamente.

2 Utilíze una pluma nueva o buena que no chorréa tinta.

3. Escriba en caracteres de imprenta para que todo mundo pueda leer lo que ha escribo.

4. Consulte un diccionario para que todas las palabras estan escritas correctamente.

5. Si cométe un error, cúbralo con liquido para errores y déje que se seque completamente

antes de escribir sobre la área corregida.

6. Aunque no encontrará el gerente cuando recoga la aplicación, ó cuando la entregue,

vístase en una manera aseada y apropiada cualquier tiempo que entre el lugar de trabajo.
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Resumen Para Empleo

Algunos puestos requieren un resumen o una breve descripción de su historia de empleo y

calificaciones. Otros puestos no requieren tal cosa.  Si hace aplicación por un puesto que requiere

un resumen, puede ir a un lugar como Bexar County Opportunity Industrialization Center,

Inc. (BCOIC), 2103 E. Houston St, telephone 225-6291.  BCOIC tiene gente que le puede

ayudar como escribir un resumen, y tiene máquinas de escribir y computadoras que puede

utilizar.  Todo mundo recibe una bienvenida en BCOIC.

Aquí estan algunos puntos que tomar encuenta cuando escriba un resumen y la carta que

adjunta con el resumen.  El objetivo del resumen es que lógre una entrevista para un puesto.  La

carta adjunta preferiblemente debe ser solamente una página.  El resumen debe tener su nombre,

señas, número de teléfono, puesto deseado, calificaciones y experiencia, historia de empleo, y

educación y capacitación recibida. 

Si hace aplicación por un puesto solamente en una área, entonces necesita que escribir

solamente un resumen.  Pero, si aplica por un puesto en dos áreas, como en soldadura y servicio

de alimentos, necesita un resumen para servicio de alimentos y otro para la aplicación del puesto

de soldadura.  Cada una tiene que subrayar sus calificaciones y experiencias en la área en la qual

usted está haciendo aplicación.

Utilíze palabras de "acción" como "dirigí", "llevé acabo", y "diseñe" para describir sus

habilidades y capacidades.  El resumen debe ser escrito en máquina, y debe estar sin errores de

ortografía y gramática.  El resumen puede ser entregado en persona con una carta adjunta en la

cual usted: 1) identifica el puesto por cual aplíca, y 2) describe brevemente sus calificaciones

para el puesto.
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Hay distintas maneras para escribir un resumen.  Está es una muestra de un resumen

basico.

JOE SMITH

313 Hensley

San Antonio, Texas 78200

(512) 555-1414

OBJETIVOS de EMPLEO:Báse sus objetivos sobre el puesto por cual aplíca y describa lo que

usted puede hacer por la compañía.

EDUCACIÓN: Si se recibió de escuela secundaria y fue a una universidad por un semestre

or dos, adjunte el nombre y señas de las escuelas en las cuales se

matriculó, los años que fue, si se recibió, y que fue su carrera.  Por

ejemplo:

San Antonio Community College, Office management, two semesters,

1998

Charles H. Milby High School, High School Diploma, 1996.

HISTORIA de EMPLEO:

1997 - Presente   Puesto actual, logar de empleo y señas.

1994 - 1997 Archivero, A & B Company, 2727 Elm, San Antonio, Texas 78200.

1992 - 1994 Mecánico, Joe's Garage, 202 Tonca Street, San Antonio, Texas 78200.
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Esta es una muestra de una carta adjunta que se puede entregar en persona o enviar por
correo con su resumen.

March 12, 1999
333 B Street
San Antonio, Texas 78284

Ms. R
Director of Human Resources
Thus and Such Company
P.O. Box 680
San Antonio, Texas 78000

Estimada Ms. R:

Me presento como cadidato para el puesto de Subdirector de Oficina.  Tengo experiencias en la
gerencia de oficina.   Mis experiencias han sido las siguiente:

Secretary II, Big County Program.  Suprevisé una oficina de dos archiveros.

File Clerk, State Company.  Desarrollé un sistema de archivo y fuí gerente de oficina. 

Junior Clerk, Roadway Company.  Fuí archivero y recepionista.

Entry Clerk, Big City Bus Company.  Fuí archivero.

Muchas de mis habilidades y realizaciones son relevante para lo que usted necesita.  He:

* desarrollado y enseñado un curso de gerencia de oficina para alumnos de escuela
secundaria.

* trabajado como secretaria por tres gerentes de oficina.

* asistído el gerente de contabilidades en mis últimos dos puestos.

* utilizado computadoras por los últimos cinco años.

Anexo una copia de mi resumen.  Espero recibir noticias de usted en un futuro cercano.

Atentamente,

Joe Smith


